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PART 1 01- II RECORDS MANAGEMENT 



§ 101 —11.000 .Sro|Hr of part. 

This part proscribes policies and 
promulKraU'S .stiuulAids, prcKredurcs. un<^ 
techniques for the oconomica] and elO- 
cient mnnuKoment of record* of Federal 
aqcncU'S. 

Subpart 101-11.1 — Federal Records; 

General 

§ 101-11. 101 Grtirml provi«ion«. 
§101-11.101-1 Aiilliorilr. 

The requlni lons In this sub|>art are Is- 
sued pur.Miniit to the aulhurlly coninlned 
111 the Act of July 7, 1 943, as amended » 44 
U 8 C. 366-37G. 378 -380>, lieretnaflcr re- 
ferred to as the Heenrds Disposal Act, 
and the n'cords provisions of the Federal 
T^foperty and Administrative ServfcRs Act 
of 1949, as amended (44 USC. 391-396, 
397-401). 

§ lOI— I I.I0I--2 Applirahiliiy. 

The regulations In this subpnrt apply 
to all Federal agencies to the extent pro- 
vided in the Acts cited In S 101-11 101-1, 
•.except that tfie dls|>osal of court records 
shi>' he In accordance with Iho provisions 
of US.C 457. Section 3 of the Fed- 
eral Property and Administrative Serv- 
ices Act 140 U S.C. 472) defines 'Pederal 
agency** as "any executive agency or any 
establishment in the legislative or Judi- 
cial branch «if the Government «c.xcept 
the Senate. House of Rcpre.sentatlves, 
and the Architect of the Capitol and any 
activities under his direction)." The 
tame section define* "executive agency” 
a* "any executive department or inde- 
pendent establishment in the executive 
branch of the Govemmcnl, including 
any wholly owned (Jovernment corpora- 
Uon." 

§ 101 — 11.101—3 RrrunN tlrfnicil. 

fa) Section 1 of the Records Disposal 
Act (44 U.*s.c. 366) define.* the term 
"records," as applied to the dispo.sltion 
of records, to Include "all books, paper*, 
niap*. photographs, or other documen- 
•,^»y malerlal.s, rcrardless of physical 
^ form or characteristics, made or received 
^ by any agency of the United States Gov- 
ernment in pursuance of Fedei ai law or 
In connection with the transaction of 
public buslne.Hs and preserved or opiiro- 
prlale for prr.srrvatlon by that nneiicy 
or It* lenltuualc succe.ssor as evidence 
of the organization, function*, policies. 



*01-11, 102-2 b) 

decision*, procedures, operations, or 
other activities of the Government ^ 
because of tiie ijiformatlonal value m 
data contained therein. library and 
*nu.scum material made or acquired and 
preserved s«ilcly for reference or exhibi- 
tion purposes, extra copies of documents 
preserved only for convenience of rufaaa 
ence, and stocks of publications and of 
processed documents are not Included 
-^thln the definition of the word 'rec- 
ords' • ••.*• 

(b) This definition also applies to the 
term "records" when used in the Federal 
Records Act of 1950, by virtue of section 
51 Ua) thereof (44 U.S.C. 401(a)). The 
Federal Records Act of 1950 was enacted 
as Title V (sections 501-511) of the Fed- 
eral Property and Administrative Serv- 
ices Act of 1949, as amended (44 U.S.C. 
391-396.397-401). 

§101—11.101 — I RrportH (o ihe Pres- 
ident end the Congre>»s. 

Section 508(b) of the Federal Records 
Act of 1950 (44 U.S.C. 398(b)) provides: 
"The Administrator shall, whenever he 
finds that any provisions of this title 
have been or are being violated, inform 
in writing the head of the agency con- 
cerned of such violations and make rec- 
ommendations regarding means of cor- 
recting them. Unless corrective meas- 
ures satisfactory to the Administrator are 
inaugurated within a reasonable time, 
the Administrator shall submit a written 
report thereon to the President and Uie 
Congresa.” 

§101—11.102 Agrncy record* manage* 
menl programn. 

§ 101—11.102—1 Authority. 

Section 506(b) of the Federal Records 
Act of 1950 (44 u s e. 396<b)) requires 
the head of each Federal agency to es- 
tablish and maintain an active, continu- 
ing program for the economical and 
efficient management of the records of 
the agency. 

§101—11.102-2 Program content. 

Agency programs shall, among other 
things, provide for: 

(a) Eftcctlve controls over the cre- 
ation. the organlzatinn. maintenance and 
use. and the disposition of all agency 
Tecord*. 

(b) Cooperation with GSA in develop- 
ing and applying standards, procedures. 
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101- 1 1. 102-2 (b) 



and kThnlqucs designed to Improve the 
manasemenlof records, o&sure Iho mnin'» 
tennnee and secuiily of records of 
contlmilnR value, and raclllLale the 
sepreRatlon and disposal of oJl records of 
tciiipoi iirv viihte. 

^c) Compliance with the provisions of 
the Federal Records Act of 1950 and with 
the rroulatlons b<sued thereunder. 

(d» Compliance with 9 101-25.104-2 In 
connection with the moratorium on thC- 
purchase of new fUlng cabinets. 

§ 101-1 I.102-.*l ixmliuii of rrtordn. 

Adequate rrroi ds mnnac''inent con- 
trols over the rreuMoti of agency records 
shall ^he liudiiuhd to in.surc ihat Im- 
poTiritil pulinrs and dexisions are iitle- 
qualely recorded; that routine opera- 
ilonn) paper work Is kept to a minimum; 
and I hat the acciimulailon of unneces- 
sary nics Is .prcv»Milfd Kflertlvc leeh- 
niqiiea to be applied In thl.s area lileTtttte 
the application of systems for the control 
of enrrespondencc. forms, directives and 
Ufiuenccs. and report.*;: the minimizing 
of duplicate Ales; and the disposal with- 
out lllliiR of tran.siinry material that has 
no value for record purposes. 

§ 101-1 1.102-1 Orettiti/alioii« nmiiilr* 
ii«nrr« ami line uf rvi’oril)*. 

Provtslon shall !>♦* made for the con- 
tinued analy.sls and .mprovement of such 
matters as mail hniulltng and routing, 
record classifleotiun and Inde.ilng .sys- 
tems, the use of Aling equipment and 
supplies, the repi oducUon and tran.spor- 
tatlun of records, and work production 
standards relating thereto, to Insure that 
records are niulnlnlned economically 
and eniclenlly and in such a manner that 
their maximum usefulness Is attained. 

§101-11.102-5 ni*>pnffitiun of rerordt. 

Provision shidl be mode to itvsure thot 
recoids of continuing value are prererved 
but that records no loiiRer of current ii.se 
to ai/^accnry are pi omi»tly dlsiK3Cd of or 
retln»d. FfTecllve tcchniiiues for ocrom- 
T pushing these ends are the development 
of records cuntiol .o^chedule.s; the tran.s- 
fer of records to nxords confers and to 
the National Archives; the mlcroAlniing 
of appropiiatt? records; and the dl.spo.sal 
of valuelc.ss records. 



§ 101-11.102-6 LiaiNun oiFice*. 

Responsibility for the development 
T»thc records munaircment program shall 
be speclAcally iLssl^ned to an oAlcc or 
iilAccs within each Fcilcnil agency. Tlic 
oince*to which the major responsibility 
Us assigned shall be reported for liaison^ 
purposes to the National Archives an3r 
Records Service. 

§ 101—11.102—7 Annual lumntar/ of 
rccoriU lioldiiign. 

Each Federal agency shall submit to *“1 
the National Archives and Records Serv- ' 
Ice within 30 days after the clo.se of each 
A^cal year a summary of iLs records hold-*- 
mgs on SUndard For 136. Annual Sum- 
mary of Records Holdmgs. iSee 9 101- 
1 1.4901.) Agencies are required to certify 
on SF 136 the statu.s of their records con- ^ 
irol schedules. Instructions for prepar- 
ing the report are on the form. Separate 
reports shall be submitted for each bu- 
reau or comparable organizational unit. 

§ 101—11.103 Agency program cvaluu- 
lion. 

§ 101—11.103—1 Auiltoriiy. 

Section 505(c) of the Federal Records 
Act of 1950 (44 u se. 395(0) author- 
izes the Administrator of General Serv- 
ices to Inspect or survey, personally or 
by deputy, the records of any Federal 
agency, as well as to make surveys of 
records management and records dls- 
po.sol practices in such agencies. 

§ 101—11.103—2 Evaluation by National 
Arrhivm and Records .Service. 

Agency programs for controlling the 
rreatlon, maintenance, and use of cur- 
rent records: for the selective retention 
of records of continuing value; and for 
the disposal of noncurrent records will 
be inspected pcnodically by the National 
Archives and Records Service. The ob- 
jectives of these inspections a.”e to: 

( a ) Determine agency compliance with 
the provisions of the Records Disposal 
Act and the Federal Records Act of 1950. 

(b) Determine agency observance of 
the regulations set forth in this Subpart 
101 . 11 . 1 . 

Hci Evaluate the eAecUveness of 
agency records management programs. 
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101- II. 304-4 (d) 
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(d) Make maximum and proper use 
of Post onice Drp;'.rlinenl services and 
faciitttrs. 

(e) Develop nnd Instnll procedures 
that exocdUe and limit mall clearance, 
ravlaw.n. and sicnlnr 

<fi Provide central control with es- 
tablished schedules for messenger serv- 
ices. 

§ 101-1 rile*—ttgrm *7 program re> 
ppnmiiliiliiir!i. 

9 101 — 1 1.30.>— 1 The file* manacrmcnl 
funriiuii. 

The objectives of files mnnai;emcnc 
are to orRant/.e agency files so IhalT 
needed records can be f )und rapidly, 
complete records are ensured, the selec- 
tion and retention of records of archivul 
value aie facilitated, and the di..posiilon 
of noncurient records is accomplished 
promptly. All services are to be per- 
formed with maximum economy in per- 
sonnel. equipment, and supplies. 

9 101—1 1.30.>— 2 Filr^ (Irrinnl. 

A flic Is basically a paper or folder 
of papers, but the t.ci m Is used to denote 
papers, photographs, photographic cop- 
ies. maps, mnchino-rcadiible inform.i- 
lioq, or other n corded information 
regardless of ph^*sical form or charac- 
teristics. accumulated or mniiuained w— 
filing cquinment. boxes, or machine-read- 
able medii. or on shch es, and occupy- 
ing office or stonpe space. Slocks of pub- 
lications and blank forms arc excluded. 

9 101—11.303-3 Propruni rrquirrmrnlft. 

(a) Each Federal agency. In providing 
for effective controls over the creation of 
records, is expected to establish an ap- 
propriate program for the management 
of agency flics ( I 101-11.301-2). The 
program will: 

(1) Establish and Implement stand- 
ard* and procedures for: 

(1) Classifying, indexing, and filing 
records. 

(U) Providing reference services to 
filed records. 

<im Locating active files to facilitate 
agency use of records. 

(2) ylmplemcnt the flics cla.ssiflcation. 
opefations. and placement standards set 
lorth In pcilinent GSA Records Manage- 
ment Handbooks. 

(3) Review the program periodically 
to determine the adequacy of the system 
and It* effectiveness In meeting requests. 



^b) Standards, guides, and Instruc- 
tions dcvcloiied for the flics .*nanagemenc 
program are to be in publi.ihcd form, 
de.signcd for easy reference and revision. 
^They should be readily avauabie to all 
employees concerned with files opera- 
tions. In adUtium. periir.ent informa- 
tion for users of tiles and rclercnce serv- 
ices should be given the widest possible 
dissemination. 

9 101-1 L30S—1 Program iniplcmcnia 
lion. 

The following actions arc generally 
J}as4&to a flies m:inagcmcr*L program: 
«ai Standardize ctassiflcation and fil- 
ing schemes to: 

• l> Achieve maximum unifonnity and 
ease in maintaining and using agency 
records. 

i2) Facilitate disposal of records in 
accordance with applicable records dis- 
pasal schedules* 

«3) Facilitate po.Vkiblc later con.soUda- 
tlon of identical type files presently 
maintained at different locauons. 

<b) Formally authorize official file 
locations. Prohibit the maintenance of 
files at other than authorized locations. 

ic) Standardize reference service 
procedures to facilitate the finding, 
chargeout. and refiling of agency records. 

«d» Pile accumulations of papers re- 
ceived at file locations on a daily basis. 

<c» Standardize, to the maximum ex- 
tent possible, the equipment and supplies 
used in filing and reference service 
operations. Use standard items stocked 
by the Federal Supply Service. 

if » Audit periodically a representative 
s.ample of the files for duplication, nus- 
clas.siflcaUon, or misfiles. 

§ 101 — 11.306 Itcrorda ri|uipnienl uiid 
Ml pplic*— agency program reapunaio 
bililiea. 

§101-11.306-1 Munu;:in* recorda 
cquipmeni and nupplica. 

The objectives of a records equipment 
and supplies management program are 
to ensure that equipment and supphr.s 
nece.vary and suitable to- agency records 
opcratiuiis. procedurally and economi- 
cally, are available and are put to proper 
u.se. Modern equipment and supplies 
are now manufactured in a wide variety 
of tyiies which, in most instances, arc 
designed for special uses. Competent 
advice should be continuously available 
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PARTIO’"! RECORDS MANAGEMENT 

iei-ll.209-)(a) 



for design and operational Improve- 
ments. 

(6) Maintain a roMrctlon of simltfl- 
cant directives which document Uie or- 
canUaUon, functions, policies, decision.^, 
and procedures of the agenry. This col- 
lection will be an InU'gral part of agency 
documentation deserving permanent 
preservation. iSee H 101-11.202(0 and 
lOl-moa.i 

(b) Standard.s. giiules. and Instruc* 
lions developed for.thc directives man- 
agement program are to be In published 
form, designed for ea.sy reference and 
revision. They should be readily avail- 
able to those responsible for originating 
and approving directives. 

§ 101—11.209—1 Program iniplemrnla- 
lion.^. • * 

The^ follow ing actions are generally 
basic to a directives management pro- 
gram: 

(а) Standardize the format, typog- 
raphy. organization, assembly, and dis- 
tribution of agency directives. Specifi- 
cally; 

(1) **Use B" X 10 '/i" page size as a 
norm. 

(2) Use looseieaf pages for cosy re- 
vision. 

(3) Print on both sides of paper. 

( 4 ) Number and letter directives for 
easy page revision and supplementation. 

(5) Identify temporary and perma- 
nent material by a feature that will 
readily dl.<:Ungiiisli one from another. 

(б) Prepunch all pages — 3-hole punchr>« 
recommended. 

(7) Restrict use of pen and Ink 
changes. 

(8) Distribute on a nccd-to-know and 
need-to-act ba.sls. 

(b) Analyze all directives proposed for 
Inclusion In tlie system to determine 
that: 

(1) Tlie dliectivc Is necessary. 

(2) No duplication, overlap, or conflict 
with othy directives cxi.sls. 

(3) Tnc directive conforms with per- 
Unent'Iiiws. E.xecutive orders, regulations, 
and agency policy. 

( 4 ) Appropriate coordination and 
clearances have been completed. * 



(51 The proposed di.stnbutlnn includes 
appropriate using sources, but is limited 
to those who “need to know.** 

*c) Review all directives proposed for 
inclusion in the system for conformance 
with agency style, format, and editorial 
crUdcria.. 

§ 101 — 11.210 «lai4 

reriiriN; ufirnry n>|Niii«i- 

bililicx. 

§ 101—11.210—1 ADP records manage*' 
ment function. 

-Theobjectives of ADP records man- 
agement are to ensure efTiclent and eco- 
nomic automatic data procc.ssing by: 
Using proper recording and preservation 
techniques of machine Instructions and 
operating procedures* establishing 

standards for proper maintenance, .stor- 
age. and disposition of machine-readable 
records; developing optimum procedures 
for computer rooms end related support 
areas; and reviewing these recordkeeping 
practices on a continuing basis to find 
opportunities for improvement. 

§ 101-11.210—2 ADP records manage- 
ment defined. 

ADP records management includes 
maintaining a current hle-by*nie inven- 
tory of machine-readable records and the 
accompanying documentation for cacli 
flic and maintaining ther.e files in a facil- 
ity in conformance with 5 101-32.1205 
while carrying out periodic checks to 
verify readability. Documentation of 
ADP records consists of functional and 
operational flow charts, physical file 
-'Characteristics, recording mode informa- 
tion including basic coding structure 
(code books), recording system informa- 
tion, record layouts, printout plans 
(formats), and basic run instructions 
(run books). 

§ 101 — 1 1.2IU— 3 I*r«i2:r4iii r«M|iiir«‘mriitfi. 

(a) Each Federal agency, in providing 
for effective controls over the creation 
of records, is c.xpcctcd to establish an 
nppioprlate program for the manage- 
ment of ADP records (5 lOl-l 1.201-1 >. 
The program will: 

(I) Prescribe the types of records to 
be used and maintained for the proper 
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S 101— 11J207— 3 Prof^ram r4M|uirrnirnli? 

(A) Each Federal ocinry, In providing 
lor tffocUve controls over the creation 
p/^Toordt. is expected to establish an ap- 
propriate propram for the manarement 
of Its internal rci»ortinr: rrquiinncnts 
(| 101-1 1.201-1 1 . The pn'f.rain rhall; 

<1) Irlstabllr.h and Implement stand- 
ards and procedures for idcnllfyinp nian- 
iKcincnt Inforiualion ip*idcd lor plan- 
ning, controlling, and evaluating. 

(2) Estnbirh and Implement stand- 
ards and procedures for designing man- 
agement Information systems. Including 
the design of reports used In Uiosc sys- 
tems. 

(3) Establish and Implement standards 
and procedures for initiating, identify- 
ing, review Ing, approving, preparing, and 
distributing Litcmal repurllng require- 
ments. 

(4) Provide essential management In- 
formation concerning the number and 
types of rer»orU In use and. for reports 
which require a signincaiit amount of 
manpower and other resources, the esti- 
mated co'its of development, operation, 
anduse-<fi 10l-il.207-3(c» ). 

(5) Provide for the periodic review of 
approved reports for need, adequacy, de- 
sign, and economy of preparation and 
use. 

(6) Ensure that all appllcablr laws 
and statutes (c.p.. Freedom of Informa- 
tion Act (5 U.S.C. 5521, the Privnry Act 
of 1974 (5 U-S-C. 552a). and Federal In- 
formation Procc.^'dng Smndards iFll'S) 
<40 U.S.C. 75910 ; 15 CFU 6») arc con- 
sidered In the dcvelnpriicnt of internal 
reporting requirementr,. 

(b) Standards. r\»idc.s. and Inslrurllon.s 
developed for the reports mananernent 
program are to be publbihrd and desmned 
for easy reference and revision. Tney 
shall be readily available to reports orig- 
inators and users and to WARS for 
periodic review os part of the t{4RS rec- 
ords management evaluation program as 
prescribed in \ 101-11.103. Agency pro- 
gram evaluation. 

(c> Approval, modification, or dU^ap- 
provgl of Internal agency reporting re- 
quirements <5 10l-ll.C07-3«aU3)) shall 
be based on on objective cost eflecllve- 
ficss evaluation In accoi dance with cost- 
ing guidelines l.ssucd by the Olllcc of 
Records Management. NARS. unle.*;s re- 
porting is exempted in accordance, with 



I I01-n.207-3(d). Cost estimates of In- 
ternal reporting requirements shall cover 
thcLsainc reporting costs defined for In- 
teragency reports (t 101-11. lloe-1) and 
be based on the same costing alternatives 
5peclfl‘'d for interagency reports (I lOl- 
11.1106-2). 

cd) The following crternal reporting 
requirements arc exempted frtM the pro- 
visions of this subpart (However, In- 
ternal agency reporting requirements 
that may be developed by an agency in 
order to' respond to an exempted exter- 
nal reporting requirement are subject to 
the provisions of this subpart.) : 

(1) Legislative branch requirements in 
statutes or congressional committee re- 
quests: 

(2) Judicial branch requirements in 
court orders or other Judicial determi- 
nations; 

<3) Presidential requirements in Pres- 
idential directives; and 

(4) OMB budgetary, program review 
and coordination, and legislative clear- 
ance requirements. 

(e) If an agency determines that It 
cannot comply with all provisions of this 
subpart for a specific internal reporting 
requirement, selected program require- 
ments may be waived by an appropriate 
agency program authority. As a mini- 
mum. oil internal reporting requirements 
granted such waivers shall be assigned a 
summary cost estimate S 101-11.1106-2 
<d)) by the agency program authority. 

§ 101—11.207—4 Program implement^’ 
lion. 

The following actions are generally 
basic to a reports management program; 

<a) E;&Labllsh and maintain an inven- 
tory of internal and external recurring 
reports. 

fb> Develop the kinds of reporting sys- 
tems that best serve management. 

(c) Analyze all reports inventoried 
and all reports submitted for approval 
to determine that: 

(1) The Information Is adequate, nec- 
essary. meaningful, and useful; 

(2) The information is obtainea from 
the bc.^t available source and In the 
siniiitcsl manner; 

*3) The reporting frequency is consist- 
i*ni wiUi the time the information is ac- 
tually needed; and 
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101-^1.103-3 



{i I0I-IM03-3 \ftvttvj btirnial evulu- should have objectives similar to those 
«>*<*•*• listed In ( 101-11.103-2, and should be 

Epch ar.cnry should pcilodicaHy in- designed to complrmcnt the Inspections 
th**lr records management pro- performed by the National Archives und 
Ki ains within the agency, with thC' fre- Records Service. Criteria for agency 
(ptency aiui depth permitted by the self -inspection are available from the 
agency's resources: Tiicse Inspections National Archives and Records Service. 
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